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Instructions for completing Appendix K 

As a reference, please refer to the completed sample Appendix J

About the Potential Candidate Rating Sheet (Position Name) Template
The Potential Candidate Rating Sheet (Position Name) template provides you with a method to identify 
and rate potential candidates based on their Technical and Management competencies for a key position. 
The competencies listed may be modified based on the position.   

Complete the following:

1. Enter the title of the position in the “Potential Candidate for:” row.

2. Enter the name of the Potential Candidate.

3. Enter the Month/Year to indicate when the assessment was performed.

4. For each Technical and Management Competency enter a check mark under the appropriate 
rating scale based on the assessment of the candidate, the rating scale includes:

a. Exceeds Requirement
b. Meets Requirement
c.	 Some experience *Please note: Indicate deficiency in the “Explanation/Comments” column.
d.	 No experience** Please note: Indicate deficiency in the “Explanation/Comments” column.
e. Explanation/Comments

Appendix K (Continued)
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Potential Candidate for:      
Name of Potential Candidate:   Month/Year of Assessment: 

Exceeds 
requirement 

Meets 
requirement

Some 
experience* 

No  
experience ** 

 Explanation/Comments  

Technical Competencies
Manage Technical Operations:     
IT Governance:   
Project Management:
IT Policy:   
Provides IT Consultation:   
Management Competencies  
Communicates interpersonally.
Communicate in Writing:   
Presents Informally/Formally:   
Other:   
Provides Customer Service:   
Resolves Conflict:   
Respects Others/Builds Trust:   
Team Building/Player:   
Coaches for Competency:   
Creates and Innovates:   
Demonstrates Political Acumen:   
Fosters Collaboration and Partnerships:   
Fosters Vision, Mandate and Values:   
Leads People:   
Values Diversity:   
Budget Planning/Management:  
Human Resource Management:   
Achieves Quality Results:   
Builds Strategic Performance:   
Demonstrates Business Acumen:   
Facilitates Meetings:   
Manages Change:   
Plans, Organizes and Follows-Up:  
Commits to Continuous Learning:   requirement requirement experience* experience ** 
Displays Initiative 
Manages Stress:   
Analyzes:   
Makes Decisions:  .
Solves Problems:  .

template—potential candidate rating sheet
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